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This project was supported by the United States Department of Education and the Ohio
Department of Education with funds provided under Section 353 of the Adult Education
Act, P.L. 100-297 as amended. The opinions expressed herein do not necessarily reflect
the position or policy of the United States Department of Education or the Ohio
Department of Education, and no official endorsement by these offices should be
inferred.

This report was prepared by Diane Ninke and Linda Weeks and the Workplace
Education Indicators Project Team.
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Adult Basic and Literacy Education

The enclosed DRAFT Workplace Education
Manual covers the activity of the Northwest
ABLE Resource Center’s Scope of Work for
the Workplace Education Indicators Project.

Included in the Manual:

» Scope of Work
» List of Team members
> Definitions used within the manual
» Surveys and results
» Ohio
» National
» Program Profile
» Director/Coordinator Profile
» Instructor Profiles
» Training Model
> Assessment Grid and Publishers
» Indicators of Program Quality with
recommended revisions highlighted
» Workplace Education Program Site Review

Committee members: Jody Anéelone, Andrea Bell, Nancy Catron,
-Janet French, Cathy Gerber,Jeff Gove, Roxann Hutchison,

Deena Kaufman, Ann Kriegel, Cathy Mikula, Diane Ninke, Linda Stacy,

Linda Weeks, and Cindy Zengler



Workplace Education Indicators Project

Scope of Work
Northwest ABLE Resource Center

The Ohio Department of Education, Adult Basic and Literacy Education,
has given the Northwest ABLE Resource Center the Workplace Education
Indicators Project. This manual is a product of the research and efforts
of the project team listed below.

Goal: To establish workplace education indicators of program
quality with specific measures and standards.

Objective:

Activities:

Provide more tools for workplace education programs,
or those ABLE programs which also provide workplace
education, with which to conduct formative and
summative program evaluations.

The Northwest ABLE Resource Center established a
team of ABLE directors, business and industry
representatives, ODE, and RC representatives to
address the goal and objective of the project. This
team met several times throughout fiscal year 1998
and has produced the following DRAFT pieces for the
Workplace Education Manual. Included in the Manual
are the specific priorities set by the Ohio Department
of Education ABLE office and others determined by the
Team.



Workplace Education Indicators Project

Outcomes:

1. Research other states to determine their status in the development of
workplace education-specific indicators, measures, and standards.

e See attached Survey results.

2. Develop and recommend specific workplace education measures and
standards for each of Ohio’s 8 Indicators of Program Quality as
relevant.

e See attached Draft Indicators of Program Quality.

3. Recommend a cadre of assessments from which workplace programs
could choose.

e See attached Assessment Grid.

4. Recommend workplace education-specific instructor qualities and
competencies.

e See attached list.

5. Develop a suggested program evaluation packet of supplemental
workplace education review materials based on the state supervisors’
general program review packet currently in use.

e See attached.

6. Recommend training activities to be implemented in FY 1999.

e Addressed in Resource Center Grant 99.




Products:

1. A Workplace Education manual including the following components:

e Indicators of Program Quality including the Workplace Education
specific measures and standards.

e The recommendations for the Indicators of Program Quality
will be included in the manual after approval from the Ohio
Department of Education-ABLE.

e List of recommended assessments.

e This list will be produced following committee approval.

e A list and description of suggested workplace education teacher
qualities and competencies.

e This list is attached.

e The Workplace Education-specific program review packet
supplement.

e Attached.

Required Strategies:

e Utilize the E-Team-developed Workplace Taskforce.
e All members of the former taskforce were invited to participate
in this project.
¢ Communicate and collaborate with the Resource Center network and
the OSU Team.
e Progress, questions, and concerns are shared at the monthly
meetings of the ABLE Network.



Northwest ABLE Resource Center
Workplace Education Indicators Project
Committee Members F.Y. 1998

Jeff Gove, Region Four Consultant, ODE/ABLE
033 High Street, Worthington, Oh 43085-4047
(614) 466-5015

V. M. (614) 752-1642

FAX (614) 752-1640

ve_gove@ode.ohio.gov

Diane Ninke, Coordinator, Northwest ABLE Resource Center
P.O. Box 10,000, Toledo, OH 43699-1947

(419) 661-7355

FAX (419) 661-7662

dninke@owens.cc.oh.us

Jody Angelone, Director, Vanguard/Sentinel JVS
1220 Cedar St. Suite B, Fremont, Oh 43420

(419) 334-6901

FAX (419) 334-5692

vang_st_ja@noeca.ohio.gov

Andrea Bell, Director, Jefferson Community College
4000 Sunset Blvd., Steubenville, OH 43952

(614) 264-5591

FAX: (614) 264-9504

abell@jefferson.cc.oh.us

Nancy Catron, Director, Warren City Schools’ Professional Center
1470 South Street, SE, Warren, OH 44485

(330) 841-2272 #2358

FAX: (330) 841-2228

CATRONN@NEOMN?7.NEOMIN.OHIO GOV

Janet French, Director, Sylvania City Schools
6850 Monroe St. P.O. Box 608, Sylvania, OH 43560
(419) 885-7933

FAX: (419) 885-7964

ifrench@sylvania.k12.oh.us

Cathy Gerber, Director, Marion Tech Whirlpool
1467 Mt. Vernon Ave., Marion, OH 43302
(614) 383-7544

FAX: (614) 383-7656

cgerb@juno.com



Roxann Hutchison, Director, Parma City Schools
6726 Ridge Road, Parma, OH 44129

(440) 885-8339

FAX: (440) 885-8307

Hutch@en.com

Deena Kaufman, Director, Read for Literacy
325 N. Michigan, Toledo, OH 43624

(419) 242-7323

FAX: (419) 242-7039

READFL@tlc.lib.oh.us

Ann Kriegel, Director, Lima City Schools
1936 JoJean Rd., Lima, OH 45806

H. (419) 999-5924

FAX: (419) 998-2038
Im_kriegel@noacsc.ohio.gov

Cathy Mikula, Coordinator of Career Development, Sauder Woodworking
502 Middle St., Archbold, OH 43502

(419) 446-3457

FAX: (419) 446-4942

cmikula@sauder.com

Linda Stacy, Division Director, Workforce Development,
Owens Community College

P.O. Box 10,000, Toledo, OH 43699-1947

(419) 661-7425

FAX: (419) 661-7662

Istacy@owens.cc.oh.us

Linda Weeks, Resource Specialist, Northwest ABLE Resource Center
P.O. Box 10,000, Toledo, OH 43699-1947

(419) 661-7162

FAX: (419) 661-7662

lweeks@owens.cc.oh.us

Cindy Zengler, Evaluation Design Project, OSU-CETE,
1900 Kenny Rd., Columbus, OH 43210

(614) 688-3729

FAX (614) 688-3729

zengler. 1@osu.edu



Workplace Education

Education services

offered in collaboration

with business, industry,
government, and/or

labor.

10




Workplace Project Definitions

Skill =  Situational-specific behavior
(Not provided in this listing)

Competency =  Set of broad-based skills
(Sets of skills as mentioned)

(Can be taught)

Attribute =  Natural trait
(Cannot be taught)

11




Workforce Education Indicators Project

Northwest ABLE Resource Center

Name: Title:

Program:

Do you offer workplace literacy in partnership with business and industry?
45 yes 44 no 3_Blank
If no, please answer questions #7 and # 8 and then return the survey. Thank you for your assistance.
If yes, please complete the survey below. Thank you for your assistance.
1. Classes are offered: 20 atwork site 4 _off work site 20 both
2. My program is part of: 13_an LEA 9 anLEANJVS 4 _aCBO
3 __a higher education institution
16__a vocational education full service center
3. Please check all of the terms listed below which describe your workplace literacy services.
41 _customized to employer/employee needs
45 ABLE/GED
24 ESL

24 workforce readiness

10 other 3--computer basics, 2--family literacy, 1--assessment, 1--information/orientation

sessions. 1—-lunch & learn sessions, 1--basic literacy, 1--personal development

4. Please check all of the following services which your ABLE workplace literacy program offers, or
has offered, to business and industry, including those services offered to aduits not reported in
your ABLE APR:

7__Advanced Computers 9 Blueprint Reading
18 Money Management 27 _Shop Math
30_Problem Solving 10_Pre-Apprenticeship
18 Business Writing 20 Resume Writing
10 Creati\;e Writing 19_Telephone Skills
8 Languages 13 _Customer Service
11_Internet Training 18 Time Management
26 Study Skilis 26 _Computer Basics
26 _Job Skills 30_Goal Setting

13 Other 3--communication skills, 2--job interviewing, 2--financial lanning, 2--readin

for comprehension, 2--personal skills. 1 for each of the followina: health/nutrition,

tips for buying a computer, calculator usage, emplover's needs. filing job

applications, conflict resolution, personal skills, math refresher. technical college

Q classes. German lanquage, metric system. career assessment, workplace vocab.
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data analysis & probability, learning styles, life skills, teamwork, SO, SPC. LPN,
CDL, remediation in basic skills, stress management, parenting.

5. Please check all assessment instruments that yoU have used for workplace literacy. Also, check
if the test is correlated to grade level equivalents (if known).

C

se Assessment Correlated

TABE
DAT
GATB
Bennett
Wonderlic
ABLE
WorkKeys
OCAPS
COPS
COPES
SAGE
AMES
PLATO
APTICOM
CCC

I—x |—~ \—a | |—x I |o: Im ll\) Im |o1 |N |_.. I IN Iﬁ
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Drake
14 Other
3--instructor created tests, 3--computer training tests, 2--WRAT, 2--ESL Real

Life Placement (Steck-Vauahn). 1 each of the following: customize to workplace

needs, Flannigan Industrial Tests, Base, customized writing samples for technical

writing, San Diego Assessment, SORT & CASAS, practice GED, Temperament
Factor Assessment--PESCO, AWA-Assessment of Work Attitudes, Enright Math

Assessment.

6. What other alternative, non standardized assessments have you used? (please describe)
9--teacher designed assessments, 4--pretests/post tests/portfolio assessment, 4--math,
English, Reading inventories, 4--writing samples, 2--Ashtabula Math Assessment, 2--home-
made ESL assessment of communication skills, 2--instructor designed pre and post tests
for software. 1 of each of the following: SCANS & Equipped for the Future, math SRA,

2
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Industrial Reading Test, Pesco Learning Styles Inventory, Skill Inventory, API, CAPS,

student-centered goals, teacher interview professor-produced to measure readiness
for coliege programs, contact worksites to develop people (we do not believe employers
care about grade equivalents).

In your opinion, what skills, abilities, and/or attributes do those delivering workplace literacy need
to possess to effectively deliver workplace literacy services?

Personal Attributes: 18--flexibility, 5--genuine, 4--non-threatening, 4--listening skills, 6--
professional attitude or appearance, 5--empathetic, 5--organized, 3--resourceful, 3--patience, 2--
enthusiasm, 1--prompt.

Skills/Abilities: 27--understanding of workplace needs/operations, 16--knowledge of needs of
particular employers/employees that are job related, 5--integration of skills to work, 3--technical
vocabulary of a particular workplace, 1--union information regarding assessment.

12--general ABLE academic experience, 13--people to people skills, communication skills,10--
speaking their language/jargon, 4--computer knowledge, 3--necessary training, 4--awareness of
community as a whole, 1--understanding or special education, dyslexia, mental iliness.

4--recruitment & retention, experience in industry, 6--understanding personal needs that may
affect person’s ability to learn, 3--more flexible, creative delivery than traditional teaching, 1--
critical thinking, 1--demanding, 1--experience with non-readers, 3--know how to motivate, 2--be
customer oriented, 1--SCANS curriculum

2 individuals attached job descriptions.

What professional development do you or your program personnel need in the area of workplace
literacy?

Setting up Programs: 21--marketing to business/industry, 5--the basics: what workplace
literacy is.....speakers from business and agencies, 9--developing curriculum and designing a
program, 4--visiting workplace models, 7--how to do specific programs tailored to the individual,
6--how to relate/connect, 4--PR: how to give general information that ABLE is not just literacy
GED, 4--negotiating a service contract. '

Specifics: 7--anything that can be provided, this is new to our staff, 6--materials/ resources that
are not just repackaged GED, 13--alternative assessment development, 3--time management,
3--how to prepare future workers for the workplace & how to keep a job, 3--how to incorporate
workplace skills w/ GED preparation, 3--advanced computer basics, 3--have successful
programs share info., 3--need to have more human resource development rather that ABLE
teacher/ learner, 2--vocab. resources, 2--problem-solving, 2--WorkKeys.

1 each of the following: teamwork, anger management, use of equipment on job, current labor
market trends, how to teach English literacy to people who are illiterate in their native language,
hire new staff, how to teach reading, office and technology skills,

4--none at this time, 2--we will not be doing this in near future (tried and had conflicts with
company).



Workplace Education
Indicators Project

State Survey Results
April 1998

States Responding:

Kentucky, North Carolina (2), West Virginia, Virginia (2), Louisiana,
Vermont, California, New York, Iowa, Rhode Island (2), Massachusetts,
Washington, and Indiana

The Rationale:

The Northwest ABLE Resource Center, funded by the Ohio Department of Education,
has been assigned a project designed to clarify the role of workplace education within
adult basic education programs. A Workplace Board has been established to gather
information and make recommendations to the Ohio Department of Education, Adult
Basic and Literacy Education Division. One of the components of the project is to
research what other states are doing in relation to Workplace Education, the Indicators
of Program Quality, and the assessment instruments being used specifically for the
workplace.

The Question:

Would you please respond to the e-mail address below with your answers
to the following questions?

1. Do you offer Workplace Education within an ABE program?
13yes 2no 1 not yet

2. Have you developed specific Indicators of Program Quality for
the workplace?
4 yes 12no

3. Have you developed specific measures and standards with the
Indicators?
4 yes 12no

4. If you have specific workplace indicators, measures, and
standards, would you share those with the Board?

5 yves 1 no 10 NA

P
o



5. What assessment instruments do you use for workplace
education? Are grade-level equivalent correlations available?

Assessment Correlation
TABE, Workplace TABE, Customized (not for grade level; for
competencies '

CASAS, TABE, TALS, AMES

Job Specific—not for grade level—no correlations
TABE

Taskforce established to make recommendations on
assessments

Using EFF to establish Workplace Education broker skills
Nonstandardized—focus on individual competencies
CASAS—correlation not appropriate
Performance-based authentic assessment

CASAS

Work-related TABE (trade technical form)

TALS

CASAS

Portfolios, demonstrations, tests, self-assessments
CASAS, TALS, customized

6. Have you developed a set of instructor competencies and skills
for those delivering workplace education?
S yes 10 no 1 working on

7. 1f you have developed instructor competencies and skills would
you share those with the Board?
S yes _ _no 11 NA

Thank you for your time and assistance with this project. A final report with
recommendations will be prepared by August 1998. If you would like a copy of that
report when it is available, please provide mailing information below.

Name: Title:
Address:

City: State: Zip:
Phone: Fax: E-mail

Please return to:

Northwest ABLE Resource Center FAX: 419-661-7662
Owens Community College
P.O. Box 10000 E-mail:dninke@owens.cc.oh.us

Toledo, Ohio 43699-1947
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The following ABLE Workplace Education Program Profile
characteristics are meant to assist local ABLE programs in the self-
assessment of their current capacity to offer Workplace Education
services in their communities.

While these characteristics could be applied to all ABLE programs,
they are targeted specifically at programs that are seeking to
establish, maintain, or enhance collaborative partnerships with
local business and industry workplace education programs.

These Workplace Education Program Profile characteristics should
be considered in context, along with this manual’s profiles for
Directors/ Coordinators and Instructors. When all profiles are
considered together, local ABLE programs can better determine the
degree to which they are competitive in this service area.

The new federal legislation, the Workforce Investment Act of 1998,
and specifically Title II of this Act, the Adult Education and Family
Literacy Act of 1998, which governs ABLE, places increased
emphasis on ABLE services being targeted to workforce
development. The Workplace Education Program Profile, and the
others, can help local ABLE programs better position themselves to
become, or stay, competitive in meeting the Workplace Education
needs of their community.



Workplace Education Program Profile

¢ Acts as broker of workplace education.

¢ Has supi)ort for the time and money
investment required.

¢ Has a credible reputation/presence in the
community. |

¢ Has highly skilled, well-trained staff.

¢ Has a formalized system including:

e Marketing component

¢ Initial assessment/needs analysis/evaluation

e Customization and coordination of educational
offerings

¢ Outcomes mutually agreed upon by collaborative
partners

e Reporting system agreeable to partners

-t
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The following ABLE Workplace Education Director/Coordinator Profile
attributes and competencies are meant to assist local ABLE programs in
assessing their current capacity to offer Workplace Education services.

While these attributes and competencies could be applied to all ABLE -
programs, these are targeted specifically at programs seeking to
establish, maintain, or enhance collaborative partnerships with local
business, industry, government, and/or labor.

These Workplace Education Director/Coordinator attributes and
competencies should be considered in context along with the other
profiles in this manual. When all of these profiles are considered
together, local ABLE programs can better determine the degree to which
they are competitive in this service area.

Title II of the Workforce Investment Act of 1998 (the Adult Education and
Family Literacy Act of 1998) governs ABLE and places increased
emphasis on ABLE services focusing on workforce development. The
Workplace Education Director/Coordinator Profile, and others, can help
local ABLE programs to better position themselves to become, or stay,
competitive in meeting the Workplace Education needs of their
community.



Workplace Education Director/Coordinator
Profile

General ABLE Attribute

¢ Motivation and Initiative
- General ABLE Competencies

¢ Administration
1. Time management and prioritization
2. Goal and standards setting
3. Work planning and scheduling

¢ Supervision
1. Training, coaching, and delegating
2. Appraising people and performance
3. Disciplining and counseling

¢ Communication
1. Listening and organizing information
2. Giving clear information
3. Getting unbiased information
¢ Cognition
1. Identifying and solving problems
2. Making decisions and weighing risks
3. Thinking clearly, analytically, and systemically




Workplace Competencies

¢ Broker between education and partners.
¢ Politically aware—savvy.
¢ Credible within the community.

¢ Collaborative relationships developed and nurtured
with partners.

¢ Awareness of the diversity of interpersonal styles.



The following ABLE Workplace Education Instructor Profile attributes
and competencies are meant to assist local ABLE programs in assessing
their capacity to offer Workplace Education services.

A critical component of any Workplace Education program is its
instructors. The best curriculum is only as good as the instructor who
delivers it. The attributes and competencies listed apply to all ABLE
programs with specific Workplace attributes and competencies listed
which can be used as a selection tool in assigning workplace education
positions. To assist in developing these attributes and competencies,
pre-service and on-going support may be necessary. This support is best
provided by the local programs, the Resource Center, and other
professional development activities.

These Workplace Education Instructor attributes and competencies
should be considered in context along with the other profiles in this
manual. When all of these profiles are considered together, local ABLE
programs can better determine the degree to which they are competitive
in this service area.

Title II of the Workforce Investment Act of 1998 (the Adult Education and
Family Literacy Act of 1998) governs ABLE and places increased
emphasis on ABLE services focusing on workforce development. The
Workplace Education Instructor Profile, and others, can help local ABLE
programs to better position themselves to become, or stay, competitive in
meeting the Workplace Education needs of their community.



Workplace Education Instructor Profile

General ABLE Attributes

Flexibility.

Professional attitude.

Motivation and Initiative.

Commitment to life-long learning.

Genuine sense of humor.

Respect of individual needs and differences.

® ¢ ¢ & ¢ o

- General ABLE Competencies

Professional appearance.

Interpersonal and communication skills.

Time management and organization.
Technological literacy.

Understanding and application of adult learnlng
theory (andragogy).

® ¢ & o o0

~ Workplace Attribute
¢ Fit into the workplace culture.
Workplace Competencies
¢ Understanding of wofkplace needs and operations.

¢ Ability to develop and implement specific curriculum
to meet employer/employee needs.

. Q 23




ABLE Workplace Education Training Model

ABLE Advisory Marketing
Committee H  Produces Initial
Training Request

Company
Requests Training

Director Contacts Company

Company Selects Training
Committee
(Internal/External Customers)

|
Committee Chooses <

Training Topics
Training Topics Determine
Site, Cost, Contact Hours,

Number of Participants

Committee Approval

(Internal/External Partners)
Letter of

Agreement Signed

Baseline Assessment
‘ : . Performed

1
.
Curriculum Designed- Based on

Approved Topics & Results of
Baseline Assessqxent of Participants

1
Training Begins
1

Pre-Tests and
Surveys Done

| |
Training—-Ongoing Referrals to Other ABLE

Evaluation 11 Programs or Community
] Agencies, if Necessary

Post-Tests and
Surveys Done

PROGRAM ASSESSMENT
Have training goals been met?

NO

YES
I

Certificates and
Portfolios Awarded

I - 24
Follow-up Surveys Mailed
3 Months After Training
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ASSESSMENT PUBLISHING COMPANIES
AMES-Adult Measure of Essential Skills--Developed for Steck-Vaughn by
The Riverside Publishing Company, Publisher of the lowa Tests of
Basic Skills

Bennett-Bennett Mechanical Comprehension Test--The Psychological
Corporation

COPS System-Career Occupational Preference System--EdITS
CAPS-Career Ability Placement Survey

COPES-Career Orientation Placement and Evaluation Survey
COMPASS-Computerized Assessment

DAT-Differential Aptitude Tests--The Psychological Corporation
IRT-Industrial Reading Test

PTI-Personnel Tests for Industry

SAGE-System for Assessment and Group Evaluation--Train-Ease
Corporation

SRA/Mech.-Science Research Associates--Mechanical Concepts
TABE-Tests of Adult Basic Education--CTB McGraw Hill

TABE Work F-Work-Related Foundation Skills

TABE Work P-Work-Related Problem Solving

Wonderlic B-Wonderlic Basic Skills Test--Wonderlic
Wonderlic P-Wonderlic Personnel Test

WRAT-Wide Range Achievement Test--Jastak Associates, Inc.

27
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Ohio Department of Education
Adult Basic and Literacy Education

Workplace Site Review Survey

Program:

Site:

Please indicate the days each week the siteisopen: M T W R F S Su (Circle all that apply.)
Indicate the following: Start date_____Enddate: __________ Isongoing? Y N

Please indicate the total hours in a week the program is open:

# of students registered # of students enrolled Average daily attendance

Please list the names of the teachers, volunteers, and aides and their class locations at this
site. (An additional page is attached if you need it.)

' “Teacher/olunteers/aides Class location /.

Program review - psur/August 10, 1998 1
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Site Observation Checklist

Worksheet for Consultant’s Observations

Observation ' Comments

1.1 Learner Achievement

1 | Are goals and projected results for the
company clearly stated?

Yes O No O NA O

2 | Are goals and projected results for the
participating employees clearly stated?

Yes O No O NA O

3 | Are the services offered for the purpose
of improving the productivity of the
workplace through the improvement of
skills? '

Yes O No O NA O

2.0 Physical Environment

1 Is the environment of the site
appropriate for adult learners?

Yes O No O NA O

3.0 Program Planning

1 | Does the program have active support of
top-level management and/or union?

Yes O No O NA O

2 | Does the program have an active
workplace education advisory team?

Yes O No O NA O

Program review - psur/August 10, 1998 2
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Site Observation Checklist

Worksheet for Consultant’s Observations

Observation Comments

3 Who participates in the planning of the Management, HRD, supervisors, workers, union officials,
program? other

Listed in next column O NA O

4 Who participates in the on-going Management, HRD, supervisors, workers, union officials,
‘ operation of the program? other

Listed in nextcolumn O NA O

5 | Are program objectives achievable?

Yes O No O NA O

6 | Are program objectives consistent with
overall company objectives?

Yes O No O NA O

7 | Are program objectives tied to practical
business outcomes?

Yes O No O NA O

8 | Are evaluation data used to improve
program effectiveness?

Yes O No O NA O

4.0 Curriculum and Instruction

1 Does training program encompass basic solve problems, make decisions related to products
and higher-order skills needed to meet and processes affecting emplyees’ work

company goals and customer needs?

Yes O No O NA O
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Site Observation Checklist

Worksheet for Consultant’s Observations

Observation Comments

2 | Does training program encompass basic | work in teams, make decisions related to products and
and higher-order skills needed to carry processes affecting employees’ work

out company work processes and job
tasks?

Yes O No O NA O

3 | Are programs developed with input
from management, supervisors, and
employees?

Yes O No O NA O

4 | Are programs maintained with input
from management, supervisors, and
employees?

Yess O No O NA O

5 | Are assessments valid for training
purposes and reliable indicators of the
skills required in the workplace?

Yes O No O NA O

6 | Are expected performance outcomes
and assessment methods clearly
communicated to participants?

Yes O No O NA O

7 | Are participants provided regular,
ongoing feedback concerning their
progress?

Yes O No O NA O

8 | Are participants’ needs, interests, and
abilities assessed prior to training?

Yes O No O NA O
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Site Observation Checklist

Worksheet for Consultant’s Observations

Observation Comments

9 | Are participants assessed during training
so that needed changes can be made in
their training plan?

Yes O No O NA O

10 | Are participants assessed at the
completion of training to ascertain
learning gains and overall program
performance?

Yes O No O NA O

5.0 Professional Development

1 | Do instructors know the basic skills
needed to perform job tasks in the
specific department or division for
which the personnel will be trained?

Yes [ No O NA O
8.0 Retention

1 | Is there a positive employer/employee
relationship that enhances employee
motivation?

Yes [ No O NA O

2 Do the participating employees meet Job advancement, obtained new skills, promotion
their goals?

Yes 0 No O NA O

3 Is the employee compensated in any training on company time, monetary compensation,
way? combination of company and employee time

Yes O No O NA O
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Site Observation Checklist

Field notes and/or observations:

Regional Consultant Date
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